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CHAPTER 17

PUBLIC RECORDS AND FAIR INFORMATION PRACTICES
[Prior to 11/5/86, Merit Employment Department[570]]

581—17.1(19A) Definitions.As used in this chapter:

“Confidential record” means a record which is not available as a matter of right for examination
and copying by members of the public under applicable provisions of law. Confidential records in-
clude records or information contained in records that the agency is prohibited by law from making
available for examination by members of the public, and records or information contained in records
that are specified as confidential by lowa Code section 22cther provision of law, but that may be
disclosed upon order of a court, authorization to the custodian of the record, or by another person dul
authorized toelease the record. Mere inclusion in a record of information declared confidential by an
applicable provision of law does not necessarily make that entire record a confidential record.

“Custodian” means the director or designee. The custodian of the employee payroll record system
described in subrule 17.14(2) is the director of the department of personnel or the director’s designe:
for those parts under the jurisdiction of the department of personnel and the director of the departmen
of revenue and finance or the director’s designee for those parts under the jurisdiction of the depart
ment of revenue and finance.

“Department” means the lowa department of personnel.

“Open record” means a record other than a confidential record.

“Personally identifiable information’means information about or pertaining to an individual in a
record which identifies the individual and which is contained in a record system under the jurisdiction
of the department.

“Record” means all or part of a “public record” as defined in lowa Code section 22.1 that is owned
by or in the physical possession of the department.

“Record system’means any group of records under the jurisdiction of the department from which a
recordmay be retrieved by a personal identifier such as the name of the individual, number, symbol or
other unique retriever assigned to the individual.

581—17.2(19A) Statement of policy, purpose and scopelhe purpose of this chapter is to facilitate
public access to open records. It also seeks to facilitate department determinations with respect to th
handling of confidential records and the implementation of the fair information practices Act. This
chapter implements lowa Code section 22.11 by establishing rules, policies, and procedures for the
maintenance of employee, applicant, and other records in the possession of and under the jurisdictio
of the department. Employee payroll records are jointly under the jurisdiction of the department of
personnehnd the department of revenue and finance and are governed by the rules, policies and proce
dures of that jurisdiction. In both instances these include but are not limited to, access to records, re
quests for confidential treatment of records, procedures for having additions, dissents or objections
entered into records, collection, disclosure, and retention of records, notices to suppliers of informa-
tion and the release of records.

581—17.3(19A) Requests for access to records.

17.3(1) Location of records A request for access to a record under the jurisdiction of the depart-
mentshall be directed to the office where the record is kept. Requests for access to records pertaining t
the lowa public employees’ retirement system shall be directed to the IPERS Division at 600 East
Court Avenue, Des Moines, lowa 50319-0154. If the location of the record is not known by the re-
guester, the request shall be directed to the lowa Department of Personnel, East 14th Street at Grat
Avenue, Des Moines, lowa 50319-0150. The department will forward the request appropriately. If a
request for access to a record is misdirected, department personnel will forward the request to the af
propriate person within the department.



Ch17,p.2 Personnel[581]

17.3(2) Officehours. Records shall be made available during all customary office hours which are
from 8 a.m. to 4:30 p.m. on those days that state offices are open.

17.3(3) Requestor access Requests for access to open records may be in writing, by telephone or
in person. Requests shall identify the particular records sought by name or other personal identifier and
description irorder to facilitate the location of the record. Requests shall include the name and address
of the person requesting the information. A person shall not be required to give a reason for requesting
an open record.

Requestdor access to record systems described in rule 581—17.14(19A) are to be submitted to the
department with the following exception. Requests for access to the employee payroll record system
described in subrules 17.2(1) and 17.14(2) under the joint jurisdiction of the department of personnel
and the department of revenue and finance shall be submitted to either department in accordance with
their respective jurisdiction.

17.3(4) Response to request¥he custodian of records under the jurisdiction of the department is
authorized tgrant or deny access to a record according to the provisions of this chapter and directions
from the department. The decision to grant or deny access may be delegated to one or more designated
employees.

Access to an open record shall be granted upon request. Unless the size or nature of the request
requirestime for compliance, the request shall be responded to as soon as feasible. However, access to
an open record may be delayed for one of the purposes authorized by lowa Code subsection 22.8(4) or
22.10(4). The custodian shall inform the requester of the reason for the delay and an estimate of the
length of that delay and, upon request, shall provide a written reply.

The custodian of a record may deny access to the record by members of the public only on the
groundsthat a denial is warranted under lowa Code subsection 22.8(4) or subsection 22.&G(i, or
is a confidential record, or that its disclosure is prohibited by a court order. Access by members of the
public to a confidential record is limited by law and, therefore, may generally be provided only in ac-
cordance with the provisions of rule 581—17.4(19A) and other applicable provisions of law.

17.3(5) Security of records No person shall, without permission, search or remove any record
from the ofice in which it is located. Examination and copying of records shall be done under supervi-
sion. Records shall be protected from damage and disorganization.

17.3(6) Copying A reasonable number of copies may be made unless printed copies are available.
If copying equipment is not available in the office where an open record is kept, the custodian shall
permit its examination in that office and shall arrange to have copies made elsewhere subject to costs.

17.3(7) Fees.

a. Whercharged. The agency is authorized to charge fees in connection with the examination or
copying of records in accordance with lowa Code section 22.3. To the extent permitted by applicable
provisions of law, the payment of fees may be waived when the imposition of fees is inequitable or
when a waiver is in the public interest.

b. Copying and postage cosBrice schedules for regularly published records and for copies of
recordssupplied by the agency shall be posted in the agency. Copies of records may be made by or for
members of the public at cost, as determined by and posted in the agahaygéassessed tocur-
rent employee for copies of records in the employee’s own official personnel file shall not exceed $5
per request. When the mailing of copies of records is requested, the actual costs of mailing may also be
charged to the requester.

c. Search and supervisory fe&.fee may be charged for actual expenses in searching for, com-
piling, and supervising the examination and copying of requested records. The fee shall be based on
the hourly rate of pay of a department employee who ordinarily would be appropriate and suitable to
perform this function and shall be posted in the department. No fee shall be charged if the records are
not made available for inspection. The requester shall be given advance notice if it will be necessary to
charge a higher hourly rate than that set in order to find or supervise the particular records in question,
and shall indicate the amount of that higher hourly rate to the requester.
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d. Advance payments.

(1) When the estimated fee chargeable under this subrule exceeds $25, the requester may be r
quired to make an advance payment of the estimated fee. Upon completion, the acilidideal-
culated and the difference refunded or collected.

(2) When a requester has previously failed to pay a fee charged under this subrule, full advance
payment of future estimated fees of any amount may be required before processing a new or pendin
request for access to records from that requester.

581—17.4(19A) Access to confidential recordéJnder lowa Code section 22.7 or other applicable
provisions of law, the custodian may disclose certain confidential records to members of the public.
Other provisions of law authorize or require the custodian to release specified confidential records un-
der certain circumstances or to particular persons. In requesting the custodian to permit the examine
tion or copying of a confidential record, the following procedures apply and are in addition to those
specified for requests for access to records in subrule 17.3(3).

17.4(1) Proof of identity.A person requesting access to a confidential record shall be required to
provide proof of identity satisfactory to the custodian.

17.4(2) Requests A request to review a confidential record shall be on a form provided by the
department. A person requesting access to a confidential record shall be required to sign a stateme
enumeratinghe specific grounds alleged to justify access and provide any proof necessary to establish
relevant facts.

17.4(3) Notice to subject of record and opportunity to obtain injunctiafter the custodian re-
ceives a request for access to a confidential record, and before the custodian releases that record, t
custodiarshall make reasonable efforts to notify any person who is a subject of that record, is identified
in that record, and whose address or telephone number is contained in that record. The custodian sh:
give the subject of that confidential record to whom natification is transmitted a reasonable opportuni-
ty to seek an injunction under lowa Code section 22.8, and indicate to the subjectefdtththe
specified period of time during which disclosure will be delayed for that purpose.

17.4(4) Requestlenied When the custodian denies a request for access to a confidential record, in
whole or in part, the custodian shall notify the requester in writing. The denial shall be signed by the
custodian of the record and shall include:

a. The name and title of the person responsible for the denial; and

b. A brief citation to the statute or other provision of law which prohibits disclosure of the record,;
or

c. A brief citation to the statute vesting discretion in the custodian to deny disclosure of the record
and a brief statement of the reasons for the denial to the requester.

17.4(5) Request grantedWhen the custodian grants a request for access to a confidential record to
a particular person, the custodian shall notify that person and indicate any lawful restrictions imposed
by the custodian on that person’s examination and copying of the record.

581—17.5(19A) Requests for treatment of a record as a confidential record and its withholding
from examination. The custodian may treat a record as a confidential record and withhold it from
examination only to the extent that the custodian is authorized by lowa Code section 22.7, another ap
plicable provision of law, or a court order, to refuse to disclose that record to members of the public.
17.5(1) Persons who may requesfny person who would be aggrieved or adversely affected by
disclosure ofll or a part of a record under the jurisdiction of the department to members of the public
and who asserts that lowa Code section 22.7, another applicable provision of law, or a court order, au
thorizes the custodian to treat the record as a confidential record, may file a request, as provided for i
thisrule, for its treatment as a confidential record and to withhold it from public inspection. Failure of a
person to request confidential record treatment for all or part of a record does not preclude the depart
ment from designating it and treating it as a confidential record.
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17.5(2) Request A request for the treatment of a record as a confidential record shall be in writing
and shall be filed with the director. The request shall include an enumeration of the specific reasons
justifying confidential record treatment for all or part of that record, the specific provisions of law that
authorizeconfidential record treatment in this instance, and the name and mailing address of the person
authorized to respond to any action concerning the request. The person requesting treatment of a re-
cord as aonfidential record may also be required to sign a certified statemefitlaviaenumerating
the specific reasons justifying the treatment of the record as a confidential record and to provide any
proofnecessary to establish relevant facts. The person filing a request shall, if possible, accompany the
request with a copy of the record in question from which those portions have been deleted for which
confidential record treatment has been requested. If the original record is submitted at the same time
the request is filed, the person shall indicate conspicuously on the original record which portions of it
are requested to be confidential. Requests for treatment of all or portions of a record as confidential for
a limited time period shall also specify the precise period of time for which confidential record treat-
ment is requested.

17.5(3) Failure to request Failure of a person to request confidential record treatment for a record
shall not preclude the custodian from treating it as a confidential record. If a person who has submitted
information does not request confidential record treatment under the provisions of lowa Code sections
22.7(3)and 22.7(6) for all or part of that information it may be assumed that the person has no objection
to its public disclosure.

17.5(4) Timing of decision A decision by the department with respect to the disclosure of all or
part of a record under its jurisdiction to members of the public may be made when a request for its
treatment as a confidential record is filed or when a request is received for access to the record by a
member of the public.

17.5(5) Request granted or deferredf a request for confidential record treatment is granted, or if
action on a request is deferred, a copy of the record from which the material in question has been de-
letedand a copy of the decision to grant the request or to defer action on the request will be placed in the
file in addition to the original record, and will be made available for publication. If a request is subse-
quently received for access to the original record, reasonable and timely efforts will be made to notify
any person who has filed a request for its treatment as a confidential record.

17.5(6) Request denied and opportunity to seek injunctlba request that a record be treated as a
confidential record and be withheld from public inspection is denied, the custodian shall notify the re-
quester in writing of the reasons for that determination. On application by the requester, the custodian
may engage in a good faith, reasonable delay in allowing examination of the record so that the request-
er may seek injunctive relief under the provisions of lowa Code section 22.8, or other applicable provi-
sion of law. However, a record shall not be withheld from public inspection for any period of time if the
custodian determines that the requester had no reasonable grounds to justify the treatment of that re-
cord as aonfidential record. The custodian shall notify requester in writing of the time period allowed
to seek injunctive relief or the reasons for the determination that no reasonable grounds exist to justify
the treatment of that record as a confidential record. The custodian may extend the period of good faith,
reasonable delay in allowing examination of the record so that the requester may seek injunctive relief
only if norequest for examination of that record has been received, or if a court directs the custodian to
treat it as a confidential record, or to the extent permitted by another applicable provision of law, or
with the consent of the person requesting access.

581—17.6(19A) Procedure byhich a person who is the subject of a record may have additions,
dissents, or objections entered into a recordExcept as otherwise provided by law, the subject of a
record may file a request with the custodian to review and to have the right to have a written statement
of additions, dissents, or objections entered into a record under the jurisdiction of the department.
However, this does not authorize a person who is a subject of a record to alter the original copy of the
record or taeexpand the official record of a department proceeding. The subject shall send the request to
review a record or the written statement of additions, dissents or objections to the department. State-
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ments pertaining to the lowa public employees’ retirement system shall be sent to that office. The
statement must be dated and signed by the subject, and shall include the current mailing address of tt
subject or the subject’s representative.

581—17.7(19A) Consent to disclosure by the subject of a confidential recordihe subject of a
confidential record under the jurisdiction of the department may consent to disclosure to a third party
of that portion of the record concerning the subject except as provided in subrule 17.12(1). The conser
must be in writing and must identify the particular record that may be disclosed, the particular person or
class of persons to whom the record may be disclosed, and, where applicable, the time period durin
which the record may be disclosed. The subject and, where applicable, the person to whom the recor
is to be disclosed, must provide proof of identity.

581—17.8(19A) Notice to suppliers of information. When a person is requested to supply informa-

tion about that person that will become part of a record under the jurisdiction of the department, that
person shall be notified of the use that will be made of the information, which persons outside the de-
partment might routinely be provided the information, which parts of the requested information are

required and which are optional, and the consequences of not providing the information requested
This notice may be given in rules, on the written form used to collect the information, on a separate fact
sheet ofetter, in brochures, in formal agreements, in contracts, in handbooks, in manuals, verbally, or
by other appropriate means.

581—17.9(19A) Disclosures without the consent of the subject.

17.9(1) Open records shall be routinely disclosed without the consent of the subject.

17.9(2) To the extent allowed by law, disclosure of confidential records may occur without the
consent ofhe subject. Following are instances where disclosure, if lawful, will generally occur with-
out notice to the subject:

a. For aroutine use as defined in rule 581—17.10(19A) or in the notice for a particular record
system.

b. To a recipient who has provided advance written assurance that the record will be used solely
as a statistical research or reporting record, provided that the record is transferred in a form that doe
not identify the subject.

c. To another government agency or to an instrumentality of any government jurisdiction within
or under the control of the United States for a civil or criminal law enforcement activity if the activity is
authorized by lanand if the head of the government agency or instrumentality has submitted a written
request to the custodian specifying the record desired and the law enforcement activity for which the
record is sought.

d. To an individual following a showing of compelling circumstances affecting the health or safe-
ty of any individual if a notice of the disclosure is transmitted to the last known mailing address of the
subject.

e. To the legislative fiscal bureau under lowa Code section 2.52.

f.  Disclosures in the course of employee disciplinary proceedings.

g. Inresponse to a court order or subpoena.

581—17.10(19A) Routine use.

17.10(1) Defined. “Routine use” means the disclosure of a record, without the consent of the sub-
ject orsubjects, for a purpose which is compatible with the purpose for which the record was collected.
It includes disclosures required to be made by statute other than the public records law, lowa Code
chapter 22.

17.10(2) To the extent allowed by law, the following uses are considered routine uses of all records
under the jurisdiction of the department:
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a. Disclosure to dfcers, employees and agents of the department who have a need for the record
in the performance of duties. The director shall resolve disputes concerning what constitutes legiti-
mate need to use confidential or exempt records.

b. Disclosure of information indicating an apparent violation of the law to appropriate law en-
forcement authorities for investigation and possible criminal prosecution, civil court action, or regula-
tory order.

c. Disclosure to the department of inspections and appeals for matters in which it is performing
services or functions on behalf of an agency.

d. Transfers of information within an agency, to other state agencies, or to local units of govern-
ment as appropriate to administer the program for which the information is collected.

e. Informationreleased to staff of federal, state, or other governmental entities for audit purposes
or for purposes of determining whether an agency is operating a program lawfully.

f.  Any disclosure specifically authorized by the statute under which the record was collected or
maintained.

g. Distribution of lists of state employees to other than governmental entities.

h. Distribution of seniority lists to unions.

i. Disclosure to officers, employees and agents of the department who need to use the record to
determine the named beneficiary when a wage earner or retiree dies; to maintain a record of wages
reported and quarters worked for computation of benefits; to track benefits received; to recompute and
adjust benefits; to update information for electronic deposit of benefits; to audit payroll reports; and to
verify quarterly update of wages paid.

581—17.11(19A) Consensual disclosure of confidential records.

17.11(1) Consent to disclosure by a subject individu@he subject may consent in writing to dis-
closure of confidential records as provided in rule 581—17.7(19A).

17.11(2) Complaints to public officialsA letter from a subject of a confidential record to a public
official that seeks the official’s intervention on behalf of the subject in a matter that involves a record
under the jurisdiction of the department may be treated as an authorization to release sufficient infor-
mation about the subject to the official to resolve the matter.

17.11(3) Obtaining information from a third partyThe department may be required to obtain in-
formation to establish eligibility for insurance, coordinate benefits, verify applicant and employee in-
formation or to provide other services. Requests to third parties for this information may involve the
release of confidential identifying information about individuals contained in records under the juris-
diction of the department. Such requests are within the meaning of routine use as defined in rule
581—17.10(19A) and shall not require authorization from the subject of the record.

581—17.12(19A) Release to subject.

17.12(1) Records shall be released to the subject of a confidential record upon a written request.
The department need not release the following records or information to the subject:

a. The identity of a person providing information when the information is authorized to be held
confidential pursuant to lowa Code section 22.7(18).

b. Records that are the work products of an attorney or are otherwise privileged.

c. Peace officers’ criminal investigative reports except as required by the lowa Code. See lowa
Code section 22.7(5).

d. As otherwise authorized by law.

17.12(2) Where a record has multiple subjects with interest in the confidentiality of the record,
reasonable steps shall be taken to protect confidential information relating to other subjects in the re-
cord.
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581—17.13(19A) Availability of records.

17.13(1) Open records.Records under the jurisdiction of the department are open for public in-
spection and copying unless otherwise provided by these rules.

17.13(2) Confidential records The following records under the jurisdiction of the department may
be withheld from public inspection. Records are listed by category, according to the legal basis for
withholding them from public inspection.

a. Sealed bids received prior to the time set for public opening of bids. See lowa Code section
72.3.

b. Tax records made available to the department. See lowa Code sections 422.17 and 422.20

c. Records which are exempt from disclosure under lowa Code section 22.7.

d. Minutes of closed meetings of a government body under lowa Code section 21.5(4).

e. ldentifying details in final orders, decisions and opinions to the extent required to prevent a
clearly unwarranted invasion of personal privacy or trade secrets under lowa Code section
17A.3(1)d.”

f.  Thoseportions of staff manuals, examination materials, instructions or other statements issued
which set forth criteria or guidelines to be used in auditing, in making inspections, in settling commer-
cial or labor disputes or negotiating commercial or labor contract arrangements, or in the selection o
handling of cases, such as operational tactics or allowable tolerances or criteria for the defense, prc
secution or settlement of cases, when disclosure of these statements would:

(1) Enable law violators to avoid detection; or

(2) Facilitate disregard of requirements imposed by law; or

(3) Give aclearly improper advantage to persons who are in an adverse position to the department.
See lowa Code sections 17A.2 and 17A.3.

g. Records which constitute attorney work product, attorney-client communications, or which
are otherwise privileged. Attorney work product is confidential under lowa Code sections 22.7(4),
622.10and 622.11, lowa R.C.P. 122(c), Fed. R. Civ. P. 26(b)(3), and case law. Attorney-client commu-
nications are confidential under lowa Code sections 622.10 and 622.11, the rules of evidence, the Cod
of Professional Responsibility, and case law.

h. Any other records made confidential by law.

17.13(3) Authority to release confidential record3 he department may disclose some confiden-
tial records which are exempt from disclosure under lowa Code section 22.7 or oth&myguerson
may request permission to inspect particular records withheld from inspection as confidential records.
If it is initially determined that records will be released, reasonable efforts will be made, where ap-
propriate, to notify interested persons and the records may be withheld from inspection for up to ten
days to allow interested persons to seek injunctive relief.

581—17.14(19A) Personally identifiable information.This rule describes the nature and extent of
personally identifiable information which is collected, maintained, and retrieved by personal identifier
in record systems defined in rule 581—17.1(19A). For each record system, this rule describes the lege
authority for the collection of that information and the means of storage of that information, and indi-
cates whether a data processing system matches, collates, or permits the comparison of personal
identifiable information in one record system with personally identifiable information in another re-
cord system. Record systems under the jurisdiction of the department that are retrievable through th
use of personal identifiers are described as follows:

17.14(1) Personnel records This system consists of records that concern individual state em-
ployees and their families, as well as applicants for state employment. This system contains materia
on preemployment information; health, dental, life, and long-term disability insurance; pay and bene-
fit documents; position description questionnaires; affirmative action and equal employment opportu-
nity; grievances and appeals; performance planning and evaluation; training; deferred compensation
workers’ compensation; and other material incident to the employment of individuals. These records
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are collected in accordance with lowa Code chapters 19A, 19B, 20, and 70A, and are confidential re-
cords inpart under lowa Code section 22.7 and other law. These records contain names, social security
numbers and other identifying numbers, and are collected in the form of paper, microfilm, tape, and
computer records. Computer records permit the comparison of personally identifiable information in
one record system with that in another system.

17.14(2) Employee payroll recordsThis system consists of records that concern individual state
employees and their families. This system contains information on workers’ compensation; health,
dental, life, and long-term disability insurance; pay and benefits; equal employment opportunity;
training; deferred compensation; and other information incident to the employment of individuals.
Records under the jurisdiction of the department are collected in accordance with lowa Code chapters
19A, 19B, 20, and 70A, and are confidential records in part under lowa Code section 22.7 and other
law. These records contain names, social security numbers, and other identifying numbers, and are
collected in the form of paper, microfilm, tape, and computer records. Computer records permit the
comparison of personally identifiable information in one record system with that in another system.

17.14(3) Public safety peace officers’ retirement, accident and disability systaia system con-
sists of records that concern individual state employees and their families who are covered by the pub-
lic safety peace officers’ retirement, accident and disability system. Records are collected in accor-
dance with lowa Code chapters 19A and 97A and are confidential records in part under lowa Code
section 22.7 and other law. These records contain names, social security numbers, and other identify-
ing numbers, and are collected in the form of paper, microfilm, tape, and computer records. Computer
records permit the comparison of personally identifiable information in one record system with that in
another system.

17.14(4) lowa public employees’ retirement systefihis system consists of records that concern
individual state employees and their families who are covered by the lowa public employees’ retire-
mentsystem. Records are collected in accordance with lowa Code chapters 19A and 97B and are con-
fidential records in part under lowa Code section 22.7 and other law. These records contain names,
social security numbers, and other identifying numbers, and are collected in the form of paper, micro-
film, tape, and computer records. Computer records permit the comparison of personally identifiable
information in one record system with that in another system.

17.14(5) Contracts These are records pertaining to training, consultants, and other services.
These records are collected in accordance with lowa Code chapters 19A and 19B and are confidential
records in part under lowa Code section 22.7. These records contain names, social security numbers,
and other identifying numbers, and are collected in the form of paper, microfilm, tape, and computer
records. Computer records permit the comparison of personally identifiable information in one record
system with that in another system.

581—17.15(19A)Other groups of records routinely available for public inspection. This rule de-
scribes groups of records maintained by the department other than those record systems retrieved by
individual identifiers as defined in rule 581—17.1(19A). These records are routinely available to the
public subject to costs. However, these records may contain confidential information. In addition, the
records listed in subrules 17.15(1) to 17.15(4), 17.15(6), and 17.15(9) may contain information about
individuals. All records may be stored on paper, microfilm, tape or in automated data processing sys-
tems unless otherwise noted.

17.15(1) Rule making. Rule-making records may identify individuals making written or oral com-
ments on proposed rules. This information is collected pursuant to lowa Code section 17A.4.

17.15(2) Board and commission records. Agendas, minutes, and materials presented to boards and
commissions within the department are available from the department except those records concern-
ing closed sessions which are exempt from disclosure under lowa Code section 21.5(4) or which are
otherwise confidential by law. These records may identify individuals who participate in meetings.
This information is collected pursuant to lowa Code section 21.3.
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17.15(3) Publications. News releases, annual reports, final project reports, department newslet-
ters, and brochures describing various programs are available from the department.

17.15(4) Department news releases, fipadject reports, and newsletters may contain information
about individuals, including staff or members of boards or commissions.

17.15(5) Statistical reports. Periodic reports of activity for various department programs are avail-
able from the department.

17.15(6) Appeal decisions and advisory opinions. All final orders, decisions and opinions are open
to the public except for information that is confidential according to rule 581—17.5(19A) or subrule
17.13(2). These records, collected under the authority of lowa Code chapters 19A, 19B, 20, 70A, 97A,
and 97B may contain information about individuals.

17.15(7) Published materials. The department uses many legal and technical publications in its
work. The public may inspect these publications upon request. Some of these materials may be prc
tected by copyright laws.

17.15(8) Policy manuals. The department’s manuals containing the policies and procedures for
programs administered by the department are available at the offices of the department.

17.15(9) Administrative records. These are records related to the budgets of the department, the
requisition ofequipment and supplies, the payment of claims, and other accounting funcivefigsas
records kept by the investments section of the IPERS division, including information on investment
policies and portfolios. The records are partially confidential under lowa Code section 22.7.

17.15(10) Al other records not exempted from disclosure by law.

581—17.16(19A)Comparison of data processingsystems.All data processing systems used by the
department permit the comparison of personally identifiable information in one record system with
personally identifiable information in another record system.

581—17.17(19A) Applicability. This chapter does not:

17.17(1) Require the indexing or retrieval of records which contain information about individuals
by that person’s name or other personal identifier.

17.17(2) Make records available to the general public which would otherwise not be available un-
der the public records law, lowa Code chapter 22.

17.17(3) Govern the maintenance or disclosure of, notification of, or access to, records in the pos-
session of the department which are under the jurisdiction of another agency.

17.17(4) Apply to grantees, including local governments or their subdivisions, administering
state-funded programs unless otherwise provided by law or agreement.

17.17(5) Make available records compiled in reasonable anticipation of court litigation or formal
administrativeproceedings. The availability of those records to the general public or to any individual
or party to litigation or proceedings shall be governed by applicable legal and constitutional principles,
statutes, rules of discovery, evidentiary privileges, and applicable regulations of the department.

581—17.18(19A) Agency records.

17.18(1) Each agency shall maintain a file of personnel records on each employee and each appli-
cant for employment as specified by the department in rule or policy. All employee and applicant re-
cords are under the jurisdiction of the department.

17.18(2) The appointing authority shall give each employee copies of all materials placed in the
employee’s file unless determined otherwise by the department. The appointing authority shall pro-
vide copies of records to the department as requested.

17.18(3) When an employee is transferred, promoted or demoted from one agency to another
agency the employee’s personnel records shall be sent to the receiving appointing authority by the for
mer appointing authority.
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17.18(4) The director shall prescribe the forms to be used for collecting and recording information
on employees and applicants for employment, as well as the procedures for the completion, process-
ing, retention, and release of those forms and records, as well as the information contained on them.
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